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9 JUN 1977

MEMORANDUM FOR: Director of Training

Course ministrator

SUBJECT : Course Report--Administration Directorate
Review: Trends and Highlights No. 61,
24-27 May 1977 (U)

1. (U) The curriculum of this running again reflects
the functions conducted in the Administration Directorate.
This approach endeavors to update class members' awareness
and understanding of current activities, problems, and
trends in the Directorate. The class heard from representatives
from all offices in the Directorate, including the Special
Support Assistant, the Information Systems Analysis, and
Information and Privacy Staffs. Presentations were also
made by the Office of Ceneral Counsel and the Operations
Directorate.

2. C(Class Evaluations

(U) With regard to the class members' appraisal
of how well the course met its stated objectives, they
assigned an overall rating of 6.1, based on a scale of
1 (low degree) to 7 (high degree). This response, together
with the class written and oral comments as well as the
course administrator's observations, indicates that the
course continues to satisfy its objectives.

3. (U) Most elements of the course were very well
received; subjects and topics rated "most useful' by many of
the participants included presentations of Jurisprudence and
CIA, Freedom of Information and Privacy Acts, and
— The film of Admiral Turner's address to
employees was also well received by the class. As usual,
the attitudinal adjustment hour was well received and presented
an informal forum for class members to share ideas and )
information. At the request of the class, the money remaining
in the class treasury will be sent to Children's Hospital.
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SUBJECT: Course Report--Administration Directorate
Review: Trends and Highlights No. 61,
24-27 May 1977 (U)

4, (C) Suggestions for future runnings of the
course would be the inclusion of a presentation by the
Office of Security's Personal Protection Program. 25X1A

from the Overseas Security Support Branch 1s apparently
the one who should be contacted for this presentation. This
could take the place of the Polygraph Operations session
which met with mixed reviews.

5. (U) The End-of-Course Data Sheet (see Attachment 3)
reflects the relevant class and course statistics for this
running.

6. Conclusion

(U) It would appear that this running of Trends
and Highlights was indeed most successful. The course
continues to meet its stated objectives and is responsive 25X1A
to the needs of the Directorate employee

Attachments:
1 - Course Schedule
2 - Class Roster
3 - End-of-Course Data Sheet
4 - Student Evaluations
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Course Report--Administration Directorate Review: Trends and
Highlights No, 61, 24-27 May 1977
FROM: EXTENSION | NO.
2452
Course Administrator DATE
OTR/II/IMB, 926 C of C 9 June 1977
;I;\(.?iI:din(;)){;ﬁcer designation, room number, and DATE OFFICER'S COMMENTS (Number each comment to show from whom
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ALIINISTRATION DIRUCTORATE REVIEW

TRENDS AL HIGHLIGHIS

Course wiber 3-77

(Sixty-first Luming)

24~ 27 iy 1977

25X1A

25X1A

tourse Administrator:

Training Assistant:

OFFICE OF TRAINING

Room 926, Chamber of Com.erce Building
Lxtension 2452
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Lourse Ubjective

‘hie objective of this course is to update
i Careerists' awareness and wmderstanding
of current activities, problaus, and trends
in the Aduinistration Directorate and its
CORPONEIITS. ' ‘

i
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TUESDAY, 24 Liay

- 0900-0930

0930-0950

0950-1015

1015-1115

1115-1200

1206-15060

1300~-1400

Approved For Release 2001/06/09 :

Check-in and Adninistrative Details

_Course Ubjectives and Introduction

tie will spend a few minutes talking
about the course objectives and what
you can look forward to during the

- coizing four days.

Reading and Jiscussion Session: The
Adninistration Jirectorate and the Agency.

Study Guide - The Organlzatlon of CIA
DA Functions Dooklet (Jecember 197C)
+BO in the DDA (larch 1976) '
UA Personnel iianagenent landbook -
(April 1975)
DDA Adiiinistrative IDS'tI'U.Cth]l
Ho. 70-2
UDA Upward iobility Program
. (Project Alii)
DDA K. CHALIGES (April 1977)

Film: "Adviral S’tansﬁeld Turner's

" Address to Lmployees of the Central

Intellizence Agency.” 28 iiarch 1977
Luia!
Persornel uanag,emcnt -

The Office of POI‘bOHIlOl serves y'our carecry
needs from the tine you enter on duty until

Coursce Aduiinistrator

25X1A

25X1A

Class and Staff

F. W. .l Janney
Director of Persomnel

your retirement. ilr. Jamey will discuss his

office and the major policy decisions that
have chang,ea personnel manawenent in
‘the past feh years

i
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TULSDAY, 24 :ay (coutinued)

25X1A
1415-1515 gqual daployieent Upportunity in CIA
- ‘ ' Leguty virector
The irector of Central Intelligence Uftice of igual
is Fir.ly couditted to achieving equal - Oprortunity
caployment for all CIA employccs. :
suring this session, our speaker will
discuss CIi's progran for assuring
cqual enploynent opportunity, and the
;Togress to cate toward raising: the
1evel of nminority employment. In
- addition, tihe coplaint systa: for
chose vho feel they have been dis-
crininacéd against because oi
race. color, religion, sex, age,
or national origin, will-be explained.
25X1A

, : Joputy wirector
- vhe Office of Training plays a key role oZ ‘iraiuing
©in helping Agency persommel to maintain &
Ligh perfon ance standards.. whe training
availablie to iAgency cuployeés will be
reviewed wich special euphasis on the
courses inat are nost useful to DA L 25X1A

careerisis. * cncourages
your questions about specific courscs

and the Oifice.

£530-1030 Training for Tonorrow

10656-1850 SCCIAL n0UL Al DLEER - SBXAA
Tie Social hour will ve in the 25X1A
wmicih is located in the bascuent 25X1A

A and Jimner is served in

) ' 25X1A
1200-2015 Jurisprudence and CIA -~ : : _
frilce ot tne

Our speaier wiil discuss the issues created General Counsel
Uy the recent investigations of the Agency '
and chanring political attituues about .

intelligence and national sécurity affairs.

he changiiy legal.clinate as well as new

legislation iupacting on the Agency and its

involvenent in the courts will also

ue uiscussec.

Approved For Release 2001/06/09 : CIARDEY941590A000400050001-7



Approved For Release.2001/06/09 : E?A\IE&BE%’&{HJSQOAOO‘O4WSOOO1-7

WEDNESDAY, 25 May

SECURITY

25X1A

The first three presentations today will
focus on the challenging effort to maintain
personal, physical, and technical security
at llcadquarters and abroad. -

0900-1030 Security in CIA today ‘
' Deputy Director of security

Our speaker will present a broad overview '

of the missions and functions of the

Office of Security, touching on new

developments and current trends in the 25X1A

many facets of security. lle will

examine new challenges and the changing

nature of the serious sccurity threat

that faces the Agency today.

1045-1200 Polygraph Operations

The polygraph is one of the most sxenehy, Office

important techniques used in of Security
establishing the bona fides of

operations assets. During this

scssion, we will review the

rescarch and development of this

teclnology and discuss its Agency

applications.
1200-1300 LUNCH
A 1300-1430
1445-1600 Records Iianagenent Programs in the Agency 25X1A
' Chief, Information
The Agency-wide records management - Systems Analysis
programs, directed by the Information Staff 25X1A
- Staff, involve a multi-phased process.
. —will acquaint you with these @0
prograns which involve the creation, use,
maintenance, disposition, disposal, or .
prescrvation of records. Chief , Micro jr‘a,oéfc;
' - B RANCK
1630-1830 SOCTAL HOUR AND DINNER

Approved For Release 2001/06/09 : CIA-RDB79-01590A000400050001-7
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WELNESOAY, 25 ..y (continued)

1900-2015 Freedom of Informaton and Privacy Acts

woTe Tecent rrivacy Act have already . -
Liad considerable inpact on the worlking
pethods and procedures of govermaent
agencics, including the CIA, Jur

- speaker will exaudne the purposes and
requirgrents of the Acts and will explore
sone of the problems, they raise for
ldilageuent cnu,-peraonnel in the mture.

N U

‘
«
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LRSDAY 20 Lay

G&30~0915 Figas “Printing for Intelligcice’
' 25X1A
Al inside icok at CIA's printing
faciiity, this film shows' the -
LTOCess of tom ving raw copy.
into finished T‘JJLllCﬂLlOH.,.,

0950-1030 - Logistical Support of /g Lency Activities

_ A ecutive JLrlcer,
Our speaker will uddress the Office of - Office of Logistics’
Logistics role in support oL z".'foncy' S

- operational activities with enphasis

ol specific recent ‘JI‘O]GCtS., Addi-
tionally, the changlag laage of
Logistics will Le aiscussed vith

respect to currcnt trends suciht as ' 25X1A
decline of overscas positions, " ' ‘

increased automation, anc increasing

inpact of other lederal re"ulatory

agc,u:lc_h

10 5-1206 . ¥inancial Cpervations in. CIA o W

'De pu."'yL ivector of inance

e job of adidnistering: fingnces is
‘ conpien; and, siven the increasiig
... pressurcs on the rederal goverment
. to account for cvery doliar end cent,
accurate finaucicl operations are .
. critically important. .. Yale & S
" will aiscuss tie new ccc’mlqvo.:, - Co
. such:-couputer autcmation, used by
S the OLJ_-'CO of Tinence to accamplish
CovUesoo o this mission. © R

Yean - ey
1200-1500. - LdilCh
GO BIICAYIONS
This afternoon, representatives of the - et
Office of Contamications will acquaint
you vith CIA's couplex cow wmicaticns
network. ' :

251 1300-1515

5¥590A000400050001-7
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THURSDAY 26 lay (continued)

13515-1415

1430-1615

1615-1630
1630-1630

1900-2015

The Agency's Comumications. m 25X1A
eputy Director o

Coimunications are a vital link in all Commuriications
activities of the Agency, both at

llcadquarters and overseas. Our

spealer will describe the various

forms of communications handled

by his office, the types of

cequipment erployed, and the

‘outlook for the future in terms

of advancing technology.

Training in Agency and Staff Commmications
) ' 25X1A
Following a brief description of the
in-depth training in agent and staff
comamicdtions that is conducted by
the school, you will have the opportu-
ity to tour this modern and advanced
conplex. '

SOCIAL HOUR AND DINNER

: 25X1A
DDA Support to Overseas Operations

A panel of senior LUDA and DDO officers -
will explore the operational and ‘
administrative support to overseas
stations provided by the Adminis- L
tration Directorate. This support, = . 1 Division
which ranges froim management of
overseas installations to com-
munications, will be illustrated
torough a discussion of actual
casc studies.

25X1A

25X1A

5S1Staat Deput
Ch ief-’) HNear aqs);‘/
Arab Opera Frens

6
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FRIDAY, 27 May

0830-0900 Film: "The Ultimate Machine?"
This is a film about automatic data
processing and its various techniques
and uses.

0915-1015 Computer Support to Agency Activities — 25X1A
: Director of Data

The computer has far-reaching applications  Processing
as an information processor, as an
analytical tool, and as an aid to managers
25X1A and management . || i1l acquaint you
with current and projected uses of computer
systems in the Agency and describe the
role and responsibilities of his office.
He will also describe some existing programs
and how the Office of Data Processing can

be helpful to you as a potential user of 2K
computers.
1030-1200 Physical and Mental Health in CIA F
Chief, Professiona
The Office of Medical Services operates Services, Office of
an extensive network of clinical, Medical Services
psychological, and psychiatric
services at home and abroad. 25X1A
will highlight various facets of this
vital support to Agency people.
1200-1300 LUNCH
1300-1430 The Administration Directorate in Michael J. Malanick
Perspective Associate Deputy
Director for
From his unique perspective, Mr. Malanick Administration

will dicuss the current issues or problems
that are affecting efforts to serve and
support the Agency. He will speculate

on how these developments might change
DDA activities over the next decade.

Mr. Malanick would also like to discuss
any questions about the DDA which are
particular interest or concern to you.

1445-1500 Final Administration and Course Evaluation

7
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